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Here are some tips to help you, as a Client Support
Professional employed by an Independent Business,
manage time and improve productivity:

Pian:

« Even the most successful professional needs
help handling all they need to accomplish.

« Planning your day in advance is a great way to
be efficient and will help you feel more in control
of your life.

« Write a to-do list.

« It is best to set a specific time of day for
planning.

= Some people plan the night before; others plan
first thing in the morning and others at the very
end of the day.

« There's no real advantage to one time over
another, other than your own personal
preference. Basically, whichever time you can
commit to every day is the time you should use
for planning.

Prioritize:

» To be effective with your time, you have to
prioritize in order to ensure you complete the
most important tasks.

» When you create your to-do list, make sure you
take time to not only list the items that require
action, but also place a character or numeric
naming convention to assign priorities to each
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task,
Delegate:

= Take a look at your to-do list and consider what
you can eliminate or delegate to someone else.
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you must generate support for
this new endeavor which will
undoubtedly affect all lives
involved. Such a venture will
impact money, space, household
responsibilities and time spent
with family.
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R | Time Management
: Child Care Options

If you have children, deciding how
you will manage their care and work
from home is one of your most
important family decisions. Be
mindful that you must find a childcare
solution that fits your budget and
yaour children's needs.

Here are some of the most common
ways to take care of your children
while you build your business from
home:

1. Hire a baby-sitter: This is
probably the most common but
also the most expensive option.

2. Childcare Co-op: Find a group
of work-at-home parents and
swap off childcare duties. The
great thing about this option is
it is free. The downside is that
you will have to give up work
time to handle other people's
children.

3. Trading or Mom-swapping:
This will involve you and a
good friend trading off childcare
days. Make sure you define
when you will take the other
child and when they will take
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yours. You will also want to
make sure the children like
each other and get along well.
Sitter Sharing: Share a sitter
with a friend. You can have the
sitter watch both kids at the
same time and split the cost or
use the sitter on alternate days.
Make sure that you have a
written agreement on how the
sitter is used and what you will
be paying to avoid any unseen
complications.

Day Care: Finding the right day
care center can be a rewarding
experience for both you and
your child. Ask other working
parents for referrals and then
visit the centers to see if you
and your child get a favorable
impression. Having peace of
mind knowing your child is well
cared for will allow you to focus
on your job.
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Taking care of customers requires a great deal of time listening to them and helping them
get what they need. Dealing with upset, angry or stressed customers who are less than
satisfied with the service they received thus far requires patience, empathy, and above all,
it requires you to be cordial throughout the exchange.

To maintain your energy level and minimize your level of stress, here are some simple
suggestions.

According to Anderson and Zemke in their book, Delivering Knock Your Socks Off
Service, mastering the art of calm keeps you and your customers happy. They suggest
these 10 stress reducers:

—

Breathe. Deep breathing corrects the imbalance of oxygen and carbon dioxide
which helps to control panic thinking and feelings of stress.

Smile. Smiling is contagious. You'll simply feel better by smiling.

Laugh. A sense of humor can actually prevent stress.

Let it Out, Make an appointment with yourself to go outside and let it out.

Take a One-Minute Vacation. Create a peaceful place in your mind and go there
between calls.

Relax. Try isometrics. Tensing and relaxing your muscles will help to calm you.
Do Desk Aerobics. Exercising pumps endorphins through your body. Endorphins
help to give you a sense of well-being. Click on the link below to print some desk
aerobic exercises.

Organize. Organizing gives you a sense of control and lessens your stress levels.
Talk Positive. Find a cyber buddy to share your customer stories with using positive
talk.

10. Take a Health Break. Walk outside, read a chapter in a good book, eat a healthy
snack, drink water or simply sit with your eyes closed for a few minutes.

il

SN

© o

http://www.epathcampus com/servlets/Campus?disp=PageView&lessonl D=178293&topicID=5778489&pagelD=16241154&co... 5/16/2014









IVILNZAIANOD

¥Srr000NdAd3S1dV

Pr rInflection (Emphasis) Implies a Contrast Pagel 3

5..“;
Maodule 5: Servicing Phone Calis > Effective Vocal Techniques Page & of 13
PURNSRIEPLELY Ak ER R Saso bk B2 5 12 5 ST ETTEE KT k

[ SO, Proper Inflection (Emphasis)

Implies a Contrast

http://www.epathcampus.com/servlets/Campus?disp=PageView&lessonlD=178284&topicID=5778480&pagelD=16241049&co... 5/16/2014






IVILNIAIANOD

95¥7000N3Id3SIHY

Pt riInflection (Emphasis) Implies a Contrast Pages )

Previous | Next | Index | Course Home | Glossary | Reference | Study Group | Log Qut

http://www.epathcampus.com/servlets/Campus?disp=PageViewd lessonlD=178284 8topicID=5778480&pagelD=162410498&co... 5/16/2014
















































































